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1. Introduction

The County Archaeological Stores are based in Bury St Edmunds and Ipswich and, together, operate as the main archaeological repository for the county.  Documentary and digital archives, and also sensitive finds, are currently stored in Bury St Edmunds and stable/bulk finds are stored in Ipswich (Unit 4).  A copy of the project archive index is stored in the County Historic Environment Record (HER) and this provides access to the main archive. It will then become publicly accessible.

Project archaeologists are strongly encouraged to read these general guidelines during the preparation of their project design/written scheme of investigation (WSI) so any archive and storage requirements can be incorporated at the conception of a project.  The guidelines set out the required format for archaeological archives deposited with Suffolk County Council. Detailed standards, information and advice to supplement this document are to be found in Archaeological Archives. A guide to best practice in creation, compilation, transfer and curation, Archaeological Archives Forum 2007 (Brown 2007).

The County Stores are part of Suffolk County Council, curated by the County Council Archaeological Service Conservation Team. Contact the Senior Archaeological Officer for further information and advice.

We reserve the right to return archives or parts of archives that we do not consider acceptable.

2. General Guidelines

Suffolk County Council will only accept archives if they are complete, consisting of all the elements defined by English Heritage's Management of Archaeological Projects, 1991 (MAP2), particularly Appendix 3.

The archive must derive from work undertaken within Suffolk or where the majority of the work was based within the county.

The HER Officer will issue a HER number for a fieldwork project.  This number will be unique for each project or site. Contact the HER Officer for further information and advice.

At the start of a fieldwork project (immediately before fieldwork commences) an OASIS online record http://ads.ahds.ac.uk/project/oasis/ must be initiated and key fields completed on Details, Location and Creators forms. All parts of the OASIS online form must be completed for submission to the HER. This should include an uploaded .pdf version of the entire report.  A copy of the completed form should be included in the paper archive.

The HER number must be clearly written on all boxes of material and paper archive (internal labels also), and not any different site code that might have been issued by the archaeological contractor.

The site archive is defined as all parts of the archaeological record, including the finds and environmental material, digital records as well as the written, drawn and photographic documentation. At the completion of a project, all material related to it should be archived.  

All finds will be stored according to their material requirements, as specified by the Museums and Galleries Commission, in the stores of the Archaeological Service at Bury St Edmunds or Ipswich.

An indexed inventory to the complete archive should be provided for the HER.  This should include a list of the paper archive, a list of electronic files including accompanying meta-data, and a list of maps, plans and diagrams. An archive index form should be requested from SCCAS Conservation Team.

A copy of the project archive index will be stored in the HER, and this will provide public access to the main archive.  Both the HER and long-term storage facilities are currently in the same building.

Archives will not be accepted until the project archaeologist has signed the confirmation of acceptance of these conditions and that the archive meets them.  SCCAS Conservation Team reserves the right to inspect archives prior to delivery and on delivery to monitor compliance. We reserve the right to refuse archives that do not meet the requirements and that do not conform to these guidelines.  

The archiving and storage of organic finds, sediments and related paper records from wet sites or sites with a wet component will require special consideration. Sites that are known, or thought beforehand, to have a wet component should be discussed at the earliest possible opportunity, either prior to commencement of the project or as part of the updated project design.     

Maritime archives are also considered appropriate for deposition with the county store but will only be accepted after a full assessment of the archive has been completed. Special conditions may apply.

Where positive conclusions are drawn from a project, a summary report, in the established format, suitable for inclusion in the annual ‘Archaeology in Suffolk’ section of the Proceedings of the Suffolk Institute for Archaeology, must be prepared. 

3. Guidelines for the Written Archive

The paper and film archive, and also the digital archive, is kept in a designated store for ‘Sensitive Materials’ currently in Bury St Edmunds. 

All written archives should be produced on plain paper with a neutral to mildly alkaline pH.  Paperwork should be kept flat and together, in acid free folders or boxes.  Sticky tape and metal paperclips should not be used.

Paperwork should be properly filed and labelled. All paper should be labelled with the site code in pencil.

A copy of the original brief and specification, project design/WSI (including a copy of the original and any updated or revised versions), assessment report and updated project design, archive report, specialist reports and publication report should be included in the archive.

Original documents should be included in the archive, rather than photocopies. 

It may be necessary to sort through paperwork to reduce the amount to be stored — for example, duplicate copies of letters, invoices, site plan photocopies etc., should be discarded.  

Plans and sections should be on polyester-based film and indexed with the site code and drawing number in pencil. Plans and sections are stored in a sensitive store at Bury St. Edmunds.  They should be kept flat and not rolled.  The archaeological contractor should provide appropriate acid-free wallets or folders in which to store the plans and sections, and any other loose drawings.

All film and photographic prints should be correctly processed, following the current British Standards (BS 5699) for archival purposes. All prints should be stored in transparent polyester envelopes in acid-free wallets, folders or boxes.  Each print should be labelled with the site code in pencil. Slides should be mounted and labelled (with a permanent marker) and stored in non-PVC hanging folders. Negatives should be stored in polyester files and stored separately from the prints in A4-size boxes. Negative-holders should be clearly labelled.  A copy of the photographic index should be included with the archive.

Two copies of the final report should be provided.

4. Electronic Data

All elements of the digital archive should be stored on high resolution CD-ROM or DVD labelled with permanent marker and with an accompanying index.

The inventory should include a list of all electronic files on CD-ROM with accompanying meta-data (and including software type and version number).

The preferred format for images is high quality JPEG or uncompressed TIFF.

Where appropriate, all AutoCAD files should be also exported and saved into a format that can be can be imported into MapInfo (for example, as a Drawing Interchange File or .dxf) or already transferred to .TAB files.

Final reports should be submitted as a Microsoft Word Document (.doc) or as a Portable Document Format (.pdf) or Rich Text Format (.rtf).

Fieldworkers are encouraged to contact the Archaeological Data Service (ADS) for up-to-date information and guides to good practice for digital archiving (e-mail: help@ads.ahds.ac.uk).

A copy of the digital archive will be uploaded onto, and stored on, the computer server of Suffolk County Council.

5. Guidelines for the Finds Archive

All finds deposited with Suffolk County Council are currently stored at the Archaeology Service’s secure stores in Bury St Edmunds and Ipswich.  MGC storage guidelines are followed as far as possible. Store conditions adhere to the Icon-AG guidelines.  

The finds should be ordered and stored by type of material and then in order of context number.  Each category of material should be packaged separately (except in small archives where some grouping may be necessary).  Small finds should be kept separate, ordered by material and then by small find number.

Details of the classification systems for ordering artefacts should be included.

All finds should be cleaned and marked appropriately, unless conservation requirements dictate otherwise.

All pottery and worked flint is to be marked individually with site code and context number to provide security of information after archive deposition; marking is also essential where finds researchers are handling large quantities of material, and comparing objects from different contexts.  Small finds are not usually marked.  

Animal and human bone, ceramic building material, burnt flint, metalworking residue (slag) and shell is not usually marked with the exception of any material that is laid out for comparison, reference or display, which must be labelled.  However, the decision to mark these finds is made on a site-by-site basis, at the discretion of SCCAS, based on size of the assemblage, preservation and perceived importance of the assemblage. Project archaeologists should be aware that the marking of bone is likely to be required on larger sites (multi-phase settlements or landscapes; urban sites). This is particularly the case where the detailed study of animal bones will make a significant contribution to the understanding of the site and the changing relationship between humans, animals and landscape. Contact the Senior Archaeological Officer for further information and advice.

The packaging materials within boxes should conform to UKIC and MGC standards. Any variation on this standard is to be negotiated in advance of deposit:

Bulk finds of stable materials (for example, ceramic and bone) are stored in the general store in Ipswich (Unit 4).  

Unstable, fragile and small finds are kept in a designated store for ‘Sensitive Materials’ currently in Bury St Edmunds. Items of a high monetary value should be identified on deposition.

All conservation should be carried out prior to the deposition of the archive in accordance with the Icon-AG guidelines; unconserved items will not be accepted for deposition. Conserved finds should be packaged in appropriate environmentally monitored and controlled conditions and accompanied by any relevant documentation, including treatment record, X-radiographs and photographs.  The SCCAS Conservation Team should be advised of the type and quantity of sensitive material well in advance of the intended deposition.

Finds should be packaged in clean, perforated polyethylene self-sealing bags with a ‘write-on’ label (an opaque strip on which information can be written); the most appropriate sized bag for the finds should always be used, and not over-filled. Bags that cannot be closed will be returned for re-bagging. 

In black permanent marker, the site code should be on the top line of the bag and the context number on the middle line with the small find number, where present, and any other important contextual information on the bottom line (the burial number for grave goods, spit number, etc.). The same information should be put on a Tyvek label and placed inside the bag. Double labelling (on the outside of bags, plus a label inside with material) is essential as standard practice, particularly for material that is not individually marked, as is secure bagging/boxing and a strict protocol of how material is handled. 

All bulk finds (ceramics, building materials, slag, flint, unworked bone) should be placed in acid-free boxes.  A standard box size is used for bulk finds of 460mm x 255mm x 180mm (up to 500mm for human bone boxes), with rust-free staples and well-fitting lids.  No box should be heavier than 6kgs.

Artefacts too large, heavy for boxing, or that require specialist lifting should be discussed before deposition.  Worked stone, and other similar materials, must be marked legibly with the site code and identifying context number; no bulky items will be accepted with labels attached only with tied string.

All unstable finds (finds in the sensitive store: metalwork, ivory, jet/shale, unstable glass, organic materials) should arrive at the store in micro-climates in Stewart boxes with an environmental controlling agent (with ‘live’ silica gel where appropriate).  Metalwork should be boxed separately.  Each box should contain a dated humidity strip taped to the inside of the box so it is visible without opening the box. Labels should always be put on the side of the Stewart box and not on the top. Finds should be packaged within clean self-sealing bags; fragile items in need of support should be protected with polyethylene foam, acid-free tissue or and, where necessary, be stored in crystal boxes.  All boxes should be labelled with a permanent pen along one of the narrower faces.  There must also be a Tyvek label inside the crystal box. 

The results of environmental sampling such as floatation and heavy residues should be included as part of the full archive. No archive should be deposited unless this material has been incorporated, and the cost of archiving the material should factored into the overall budget. All material of this nature should be appropriately boxed and labelled and all paperwork relating to these samples included as part of the archive. If a discard policy has been agreed in advance then notes relating to this should also be included. No unprocessed environmental samples will be accepted.

Labelling of box content is to be in a standard SCCAS format (labels or master artwork can be supplied) and complete on delivery; this states parish, site code, material, range of contexts, date of excavation and store location. Self-adhesive labels should have a stronger, permanent adhesive. Labelling should be done in permanent black marker pen. Finds are to be delivered, boxed and labelled, direct onto shelving (if space is available). All boxes should contain a list of contents.  If appropriate, boxes can be numbered for each material type.  

We aim to uphold national standards or standards recommended by period specialist groups.  In particular the Society of Museum Archaeologists, Selection, Retention and Dispersal of Archaeological Collections, should be adhered to as far as possible. Assuming an adequate documentary record/archive is complete, we will consider case by case proposals for sampling and partial discard of certain finds categories, for example, burnt flint and unstratified CBM.  Any discard policy, which has been carried out during the analysis should be noted in the archive. Deviation from these standards must be agreed with the conservation officer responsible for monitoring the project.

Suffolk County Council provides permanent storage for archaeological archives. Currently there is a box charge fee of £20 per box for bulk finds and £40 per box for sensitive finds (subject to annual review).  An additional charge of a percentage of the box charge (usually 10%) will be applied to cover the paper archive, at the discretion of the store manager.

There is an accessioning system for both SCCAS stores, and all material either entering or permanently leaving the store must be recorded in the accessions lists.  The list is updated in database format as time allows, and finds can be located using either the database or the updated lists.

The cost of, and any insurance for objects during, transfer will be the responsibility of the project archaeologist.

6. Transfer of Title and Copyright

Suffolk County Council, as the final archive repository, must have ownership of any finds from archaeological fieldwork and copyright, sole or shared, over the documentary archive under current copyright legislation.

TRANSFER OF TITLE

Material collected by archaeological fieldwork, with the exception of items classified as Treasure, belongs to the landowner unless there has been a transfer of title. As a condition of acceptance, SCCAS Conservation Team requires that the landowner transfers title to Suffolk County Council before an archive is deposited in the County store.  The archaeologist undertaking fieldwork is responsible for obtaining the written consent of the landowner to transfer ownership of finds. It is expected that the complete archive will be accepted as an unconditional gift.  A transfer of ownership form should be requested from SCCAS Conservation Team.  

COPYRIGHT AND OWNERSHIP OF DOCUMENTARYAND DIGITAL ARCHIVES

The documentary archive is the property of the archaeologist unless specified in a contract. Copyright ownership for the documentary archive usually resides with the archaeologist who creates the archive.  Suffolk County Council expects to be granted a written assignment of copyright in perpetuity, or licence if the copyright holder is unwilling to assign copyright, in order to have the right to utilise the documentary archive under current copyright legislation.

7. Contacts

Suffolk County Council

Archaeological Service Conservation Team

Environment and Transport Department

Shire Hall

Bury St Edmunds

Suffolk IP33 2AR






01284 352443

Senior Archaeological Officer:

Robert Carr

robert.carr@et.suffolkcc.gov.uk


01284 352441

Historic Environment Record Officer:

Colin Pendleton  
colin.pendleton@et.suffolkcc.gov.uk

01284 352445

Store Manager:

Richenda Goffin

richenda.goffin@et.suffolkcc.gov.uk

01284 352446
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